TIME AND ATTENDANCE OVERVIEW

® Automated Time and Attendance

Clients scan their ID’s when entering the office and
classrooms.

Information is fed to an electronic timesheet.

Career Coaches verify information and built Iin
constraints ensure time activities and time are
calculated accurately.

Time Sheet are signed electronically.
No paper required for time and attendance.
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SEARCH FOR CLIENT TIMESHEET
Choose Week
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SEARCH FOR CLIENT TIMESHEET
Choose By Full Name, SSN

"E SELECT CLUENT & DATE - Windows Internet Explorer provided by Transiticnal Work Corporation =NACIEL X
@U - |m https://intranet/eforms/programs,select_client?.asp - % |4-)~| X | | Google P -
File m View Favorites  Tools  Help
W -»- SELECT CLIENT & DATE ]_I Bo v B v o v [ Page v {J Tools v
SELECT CLIENT 1
Jones, Tamik=4 NN

Jones, Ella

Lisa
Jones, David

: —_—
"/[r_GD to Timesheet ] [ ‘._Ep&e‘,r Faystub ]
<______[_,..-Fl-eﬂr'ﬂ‘ﬂi‘5'é-a:r-z;h Menu ]

‘Fj Local intranet | Protected Mode: On F100% -




SIGN AND PAID

Once signed electronically, the finance department runs
a report and marks the timesheet paid.

This i1s iHllustrated in the final two slides.
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